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AESTRACT 

The California State University and Colleges (CSUC) 
System consists of 19 institutions located throughout the state. As a 
prerequisite for library automation an analysis and cost study of 
technical processing functions was undertaken in all 19 libraries of 
the system. The purpose of the study was to provide CSUC librarians 
with accurate cost figures for their own Operations as well as a 
means of comparing costs based on a standardized methodology. The 
study was to facilitate comparisons among similar functions in 
several libraries as well as between current manual Operations and 
Projected operations in a computerized mode. Four summary sheets are 
Erovided for the 19 libraries, namely, a general summary, a unit cost 
Summary, a production unit summary, and a bibliographic search 
Summary- In addition, an activity detail analysis is provided for the 
participating libraries. This report represents raw unevaluated data 
and does not reflect total costs of the ‘technical processing a 
Operations in the participating libraries. (Author/sJ) 
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LUERODUCTION 


campuses dates from 1857; the newest began operation in 1970. All 
of the campuses offer IHaster's degree programs and several offer 
joint doctorates with the University of California. 


As Might be expected from the diversity of location, age, and 
academic programs, there is considerable variation among the 19 CSUC 
libraries, This variation may be characterized for any one library 
according to the nature of the collection, its age and size, number, 
distribution of staff, as well as the diversity in organization 

and operational style which represents the individual needs of each 
campus. Taking buaget and collection size as determining factors, 
the system may be described as consisting of six large libraries, 
seven nedium size liisraries, and six small libraries, Thus, although 
the methodology of Gata collection was the same in each of the 
libraries, the results cannot be considered completely comparable. 
This point must be kept in mind in interpreting the raw data presented 
in any report on library operations, but especially in this one. 


The California State University and Colleges have long been examining 
automation as a possible means of alleviating the many library 
problems arising from increased demands for service during a period 
of limited budgets for both materials and personnel. Various. groups 
within the CSUC have made recommendations regarding this issue, but 
it was not until early 1971 that the Board of Trustees formally 
accepted library automation as one of its priorities, and budgeted 
funds for systemwide implementation. 


Consequently, the Steering Committee of the CSUC Council of Library 
birectors, in October, 1971, recommended that an analysis and cost - 
study of technical processing functions be undertaken in all 19 
libraries of the system. The purpose of the study was to provide 
CSUC librarians with accurate cost figures for their own operations 
as well as a means of comparing costs based'on a standardized 
methodology. The study was to facilitate comparisons among similar 
functions in several libraries as well as between current manual 
Operations and projected operations in a computerized mode, 
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The impetus for this decision to undertake a systemwide cost 

Study was the report presented to the Stecring Committee by 

Ransom Wood, Associate for Library Developnent, Office of the 
Chancellor, and Gordon Martin, Library Director, California State 
University, Sacramento, on their investigation of alternative methods 
of centralizing book processing available to CSUC libraries. In 
addition to visiting The California State Library, at its’ invitation, 
Wood an: ilartin also visited the Richard Abel and Company, Inc., 
faciiities in Portland, Oregon; the olorado Academic Libraries Book 
Processing Center (CALBPC) in Bouldér; the Ohio Colleye Library 
Center in Columbus; and Stanford University's Project BALLOTS, 
Proposals were received from two commercial firms, Information 
bynamics Corporation, Inc,, and Information Design, inc., to provide 
bibliographic data on a systemwide ‘-asis. ‘ione of these systems 
appeared appropriate at that time for implementation by the CSuUC 
libraries. Cne of the by-products of the visit to Stanford University 
was the knowledge of the recently completed study made by four 
academic liLraries, including CSU, San Jose, of the feasibility of 
extending BALLO'’'S to network operation. Part of this feasibility 
study was a modified cost study which appealed to the Steering 
Committee as being uniformly applicable to CSUC libraries but not 
placing a heavy data gathering burden on library staffs. 


ri THODOLOGY 


the echnical Processing Cost Study (hereinafter referred to as 

TPCS) project team, established under Ransom Wood, consisted of 
Martha West, Department of Librarianship, CSU, San Jose, as Project 
Director; Jill Le Croissette, Assistant University Librarian, CSU, 
Los Angeles; and Margo Westgaard, Assistant Librarian, CSU, San 
Francisco. Evaluation of BALLOTS cost study methodology revealed 
inadequacies for direct CSUC library application since that study 

was designed to relate specifically to the BALLOTS-MARC module and 
thus addressed only a portion of the significant technical processing 
functions. ‘Therefore, after examination of studies reported in the 
literature, a new and more detailed analysis of the functions was 
devised that borrowed freely from the procedures used in the Colorado 
Academic Libraries Book Processing Feasibility Cost Study. The 
resulting structure was intended to incorporate the best features 

of that study while reducing and simplifying individual library data- 
gathering requirements. Over 90 activities grouped into 14 functions 
were defined (Appendix A) and forms designed for reporting time spent 
in performing those activities (Appendix EL). A major concern of the 
TPCS Project Team was that the study be task and not personnel 
Oriented. Therefore, instructions (Appendix B) emphasized that all 
working hours were not required to be reported; only time actually 
Spent in performing the defined tasks and category “other" tasks was 
to be reported. For this reason, functions were broken down into 

the smallest logical components and definitions were made extremely 
detailed. (Experience in conducting the study indicated that these 
breakdowns and details were perhaps too fine to be of real value.) 
This is the primary difference between the CSUC TPCS and that of 
CALBPC. There were three reasons for this detailed analysis of 


tecnnical processing functions: 1) to eliminate the natural 
tendency of individuals to report in their own favor; 2) to more 
easily identify those areas most likely to be impacted by automation; 
and 3) to provide the libraries with management information which 
would be of value with or without automation. 


In order to flatten the “natural improvement" curve and to obtain a 
more representative picture of activities, it was decided to 
conduct the study over a three-month period with the libraries 
submitting their time sheets on a weekly basis. A coordinator was 
4ppointed in each library to see that instructions were followed by 
those participating and also to act as a contact with the project 
team. 


this plan.was presented to the CSUC Council of Library Directors 
at their meeting in December 1971 and accepted for implementation 
in the spring of 1972, 


IMPLEMENTATION 


Instructions and forms were distributed to the 19 CSUC libraries 
Carly in 1972, and a one-week trial of the procedures was undertaken 
during the week of January 24-28, 1972. Meetings of all coordinators 
were held to clarify problem areas identified during the trial run 
and to amend and/or expand activity definitions. In addition, 
members of the project team were available for consultation 
throughout the study. Actual data collection took place during 

the period February 14-May 12, 1972, © 


Lhe coordinator in each library collected the worksheets, checked 
to see that they were complete and consistent and filled out the 
weekly production unit summary sheet (Appendix F). No editing was 
done at the institution level. The forms were then forwarded to 
the data collection point in the Chancellor's Office. Calculation 
of hourly salary rates, consolidation of forms and other editing 
required for keypunching was done by graduate students from the 
Library School at the University of Southern California on a 
part-time basis. 


An extremely flexible system consisting of three programs was 
designed and written to summarize and display the data collected, 
this system is available for any library project requiring labor 
cost accounting and will handle all library functions where direct 
labor is involved, . 


Preliminary examination of the worksheets indicated that there. was 
considerable diversity in reporting activities during the first 

few weeks of the study in spite of the attempts made to prevent this. 
therefore, the decision was made to exclude data collected during 

the first three weeks of the study and to analyze only that collected 
Guring the ten-week period, March G-May 12, 1972, 
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It was further decided tinat the Report of a Technical Frocessing 
Cost Study we issued in two parts, in order to return results to th 
participating libraries as rapidly as possible. TVherefore, this 


Ch 


‘art consists only of computer-produced summary data and a brief 


will be produced if required, wut depending upon the availability of 
funds. 


guide to the interpretation of these data. «4 more detailed analysis 


is). SULTS 


Four summary sleets are provided for the 19 libraries, namely, 


a general summary, a unit cost summary, a production unit summary, 
and a bibliographic search summary. In addition, an activity detail 
analysis is provided for the participating libraries, each of which 
is identified by a randomly assigned cone letter. 


In examining the costs reported, both on the summary sheets and in 
the activity detail, it must be remembered that these do not reflect 
total costs of technical processing operations but only the costs 

for the activities defined in the study methodology. Time is 
reported in quarter-hour segments, and costs in whole dollars, except 
for unit costs. Differences between totals reported in this summary 
and those in the individual library activity detail are due to the 
use of different methods of rounding in order to produce total 

dollar figures, 


the factorials used to derive summary totals and unit costs are 
given in Appendix Lb. For the general summary and unit cost 

summary, high, low and average figures (indicated by li, L, and*) 

are given. Activities reported in Administration are not included 
in calculating totals for the summary figures. It became obvious 
during the analysis that there was ambiguity in the activity 
definitions for Administration and too much variety in the manner 

of reporting Administration activities for these figures to be 
meaningful. They are, however, reported in the activity detail 

for each library. Since bibliographic search represents such a_ 
large percentage of the workload in technical processing activities, 
it was decided to display information on this activity in summary 
form, even though unit costs could not be identified. However, 

some error has been observed, made either in reporting or keypunching 
of time spent in searching CARDSET and MCRS. These errors should be 
noted: Libraries C and I do not subscribe to CARDSET; libraries 

H, K, N, © and Q do not subscribe to MCRS, but library K subscribes 


to CARDSET. 


In the activity detail for each library, times and costs are 
reported by class of library staff, i.e., professional, library 
assistant (a separate category in the CSUC system), clerical and 
student assistant, 


Within the total for each library, sub-totals are given for each 
function as well as for the functional grouping of Acquisitions, 
Cataloging, and Administration. A grand total is also displayed. 


It must Le reiterated that this report represents raw unevaluated 
data _ and does not reflect total costs of the technical processing 
Operations in the 19 participating libraries. It is a report of 
costs, in hours and dollars, spent in performing certain specified 
tasks. ‘These tasks do, however, show the range of activities 
required for the acquiring, catalcging and ywrocessing of materials 
for academic library collections. — ; 


DATA SECTION 


The print-out which follows represents the reduction of direct labor 
time reported by the technical Processing groups of the 19 csuc 
libraries over a ten-week perlod. To perform this data, reduction 
input sheets filled in at cach library (Sample attached) were 
kKeypunched to yield 61,397 cards which were then processed through 
the Library Systens Projects Library Labor Cost £ccounting System. 
Lacn of the report types constituting this study are. discussed 
below. 


SUMMARY (Report page 1) 


licre are displayed the aggregate dollars expended, library by 
library, for the functions comprising technical Processing. The 
factorials used to develop the data in this summary are detailed in 
Appendix D. Note that unit costs were developed wherever production 
units could be reported. Por. related acts (activities) no specific 
unit for reporting could be determined, thus, no unit cost is 
developed. ‘To facilitate a quick review of the summary, the percentage 
of the dollar outlay for each function on a library by library basis 
fas been computed. Similarly, on a function »y function basis the 
high (H), median (*) and low (L) figures for dollars, unit costs 

and percentages are displayed. 


UNIT COST SUMMARY (Report page 2) 
2NET COST SUMMARY 


The aggregate costs for specific activities at each library are 
displayed, ‘To develop this, the production units (reference sample 
form, Appendix F) reported during the study period were divided into 
the accumulated costs for each of the activities represented. As 
with the summary report, high (H), median (*) and low (L) costs are 
identified. Wote that, since all libraries do not perform the 
identical same activities in technical processing the term "NO U" 
(no units) is displayed wherever production units were not reported. 
In one instance a "NO U" was found to be low (L) since an 
insignificant cost had been reported for the particular activity 
(volumes bound). This cost is Probably an error in reporting. 


BIBLIOGRAPHIC SEARCH SUMMARY (Report page 3) 


the four bibliographic search types (General, National Union Catalog, 
tlicrographic Catalog Retrieval System and CARDSET) relate to the 


: rn ; : es 
Library System Project: Librar: 


Labor Cost Accountinc 


- : : 2 3 i System 
Program ID D500 date October 16, 1972. Documentation available 
from the Office of the Chancellor, The California State University 
and Colleges. 


process of vipliographic data verification and validation which is 
intimately ticd to the acquisitions and cataloging functions of 
technical processing. While General and iijUC search relate only to 
hard copy, MCRS and CARDSLT are microform file services contracted 
for by the libraries reporting them. ‘hus, the indicator (HO D) 
applies where no data were reported and by implication signifies 
the service is not utilized by the particular library. ‘iote that 
total time and cost only are reported for bibliographic search. 


PRODUCTION UNITS (page 4) 


All production units reported by the libraries during the study 
period are displayed here. 
MEDIA (subsequent detail sections) 


ACTIVITY DETAIL/ALL_ 


‘vhe remainder of the report is composed of a set of separate reports, 
one for each library displaying all data developed (except production 
units) during the study period. The data used consists of the times 
reported by specific personnel categories. These times were then 
extended by the applicable hourly rates and summarized along broad 
personnel categories (professional, library assistant, clerical and 
student assistant). 


he resultant times and costs were then reported on an activity by 
activity basis for each library. ‘he activities used relate 
directly to the Function Worksheet (Appendix &) activities, 
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APPENDIX A 


The California State University and Colleges 
Technical Processing Cost Study 
1972 
Standardized Technical Processing Activities 
Scope of Functions Performed 


Acquisitions 


A. Preliminary Activities 


1. Open, sort and distribute incoming mail: 
Mail is opened and sorted into like items (publishers’ advertisements, catalogs, book 
requests, invoices, incoming books, serials, etc.), and distributed to appropriate 
processing point. 

2. Review book order requests: 
Book order requests are examined to determine their bibliographic comp letensas 
their suitability to the scope of the collection, and the status of the funds against. 
which they will be charged. Book order requests satisfy specific information needs 
and build the collection in departmental areas. Includes replacement orders, 

3: Review selection media: 
Selection media are- periodically. reviewed. t6- identify -new titles whieh shoule be 
added te the collection. Placement of orders by review of selection media satisfies- 
the general subject scope of the collection: 

4. Select titles te be erdered OF kept: 
Files which satisfy departmental or general interests -are -selected for order 

5. Type library order request card: 
Typist prepares library order request card from bibliographic information supplied 
by the requester. Information may be sent in the form of publishers’ flyers, 
brochures, handwritten request lists, catalogs, bibliographies, etc. A single order 
request card is typed or handwritten for each title selected. Libraries frequently 
supply order request cards to each academic department, with instructions for order 
placement. They can then use the request card completed by the department rather 
than duplicate work with a separate typing. 

6. Other 

B. Ordering 
7. Bibliographic searching: (corresponds to 42) 


Requests are searched. (1) To establish entry, complete missing bibliographic 
information, and oer mine evaenilicy of title and LC copy Se Cumulative 


mies orci: order file, ‘tlie to activity 42 in ce ees 


743. Search NUC: 
Search NUC and-LC catalog of printed cards to verify bibliographic data and locate 
cataloging information. Includes Polaroiding. 
744. Search I1DC-MCRS: 
Search IDC-Micrographic Cataloging Retrieval System indexes to locate 
bibliographic data for cataloging input. 
745. Search CARDSET: 
Search CARDEET indexes to locate bibliographic data for cataloging input. 
8. Assign vendor and fund: 
Librarian designates dealer or publisher with whom an order will be placed, and 
indicates the fund to be encumbered. 
9, Prepare multiple erder record: 
Typist completes. multiple ordes form for each title ordered, fetewing -oral or 
weltten instructions fer each group of orders: Saree Set AOrre EY ato! De 
xeroxed or otherwise repreduced: 
10. Type purchase requisition, etc.: 
Typist prepares requisition or order, either in ordering a group of titles (initial order), 
or as a confirming request for payment for materials already received. 
11, Revise typing: 
Librarian examines typed orders, noting that information is accurately typed and is 
complete. 
12. Sign and mail requests: 
Requests are signed, appropriate vendor copies are placed in addressed envelopes and 
orders are mailed to assigned vendor or publisher. _ 
13. Burst and file forms: 
All forms are separated and sorted for distribution. Order forms prepared by xerox 
or other reproduction are cut apart and sorted for distribution. Sorted forms are 
filed in designated files; i.e., outstanding orders file, purchase requisition or order 
file, fund file, etc. Includes all acquisitions filing except as noted in Activity 1. 
14. Encumbrance or prepayment routine: 
Encumbrance entry is made in ledger under appropriate fund for each title ordered. 
-If library budgetary records are calculated on unit record Saupe, an 
encumbrance card(s) is keypunched from order record information. 
i5. Other 
Receiving 
16. Unpack books; check against packing list or invoice: 


Packages containing books are opened, books are arranged for checking, and 
checked against packing slip and/or invoice. Incoming books are screened to 
determine which need special handling. 
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22. 


23. 


24, 


27. 


@repare- confirming order: 
Type order form fer tithe received on approval plan; standing order- ete- Burst forms 
and Hle in appropriate file; 


Check outstanding order file: 
Outstanding order file slips are pulled, or date of receipt of book is noted on the slip 
which remains in order file until processing completed, 


Check in serials and periodicals on Kardex: 
Serials are separated from the other titles and are entered in the Kardex records 
before further processing. Includes loose-leaf services. 


Collate books: 
Book is examined page by page to determine whether signatures have been properly 
bound and print is clear. , 


Book accessioning routine: 

Accession number is stamped on book for positive identification of individual title. 
Number may be stamped or otherwise recorded on one or more records as aid in 
identification, and in slipping charge cards. Formal accessions record (ledger) may be 
maintained in which accessions number, author, title, publisher, date, order source, 
price, etc., are recorded for each item accessioned. Informal accessions record may 
be in form of notebook of invoices or order slips stamped with accessions number. 


Write sourcing information: “ 
Information on source of order is written in each book, usually on thé page 


‘following the verso of the title page: (1) Copy number of book: (2) date of receipt 


of book in library; (3) source of order (vendor or publisher); (4) list price of book, 


Prepa’s gift record form: 
A gift record is prepared for each book given the library which is added to the 
collection. (Note: A library order request card, or multiple order record may be 
typed, depending upon how many copies of the record the library requires in 
processiig gift materials.) Includes exchange, 


Book distribution routine: 
A process form may be prepared to be routed with each title. Books are forwarded 
to the Cataloging Department, or placed in a holding area, depending upon available 
copy and processing treatment. 

Prepare receiving report (claims schedule): 


A report is prepared certifying receipt of materials for which payment is requested. 


Prepare invoices for payment:: 
Invoices are checked to insure that all titles listed on the invoice have been received. 
Any discrepancies (incorrect shipment, ‘defective copy, etc.) are noted, necessary 
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28. 


29. 


changes are made, and the invoice is certified for payment, either through 
preparation of a receiving report or by signature of the librarian on the invoice itself, 
Forms are sent to the Business Office for payment, 


Expenditure routine: 

Expenditure amounts are posted under appropriate titles and funds in the ledger (or 
an expenditure card is keypunched for each title paid), Fund encumbrance and 
expenditure data are maintained on current basis on a ledger or on punched cards, 
Periodic reports are distributed to academic departments for which library maintains 
records, and to purchasing or Fiscal Office. Credit memos are accounted for. 

Other 


Post-Cataloging 


30. 


31, 


32, 


23; 


34. 


Clear or correct in-process file: 
Order slips are pulled from outstanding orders file when Acquisitions receives 
notification from Cataloging that title is completely processed, and is ready for 


_ circulation. 


“ile forms, etc., in completed records or discard: 
Prepared forms used in the order process are filed in required completed orders files, 
or are discarded when removed from the in-process files, 


Requester notification routine: 
Requester is notified that title is processed and is ready for circulation. 


Periodic accessions list routine: 
A list of selected or total recent acquisitions is prepared on a periodic basis, and sent 
to faculty members. Includes serials listings, directories, print-outs, etc. 


Other 


Miscellaneous Activities 


35, 


37. 


Correspondence, reports, statistics: 
Miscellaneous correspondence, report preparation, and compilation of statistics 
directly relating to technical processing activities and not included elsewhere. 


Claims routine: : 

Order files are periodically searched to locate orders which have been outstanding 
beyond the established period for claims. Form letters are prepared (or multiform 
slips are reproduced) and mailed to the ordering source, requesting explanation of 
delay in receiving requested material. 

Cancellations routine: 

Orders which the source cannot supply are cancelled, with possible placement to 
another source (dealer, publisher, out-of-print dealer), Appropriate forms are pulled 
from ail in-process files at time of cancellation, reason noted, and determination 
made of desirability of a re-order. 
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au, 


40. 


Out-of-print order routine: 

Desired out-of-print materials may be ordered through an out-of-print dealer or 
advertised in a publication such as the Antiquarian Bookman or the Library 
Bookseller (TAAB). A \etter is prepared for either purpose and mailed to the source. 
A request form is typed for each title ordered and filed in the in-process file, 


Process inquiries: . 

Answer specific inquiries from requester regarding status of an order in process: 
general inquiries concerning status “f in-process order noted in public catalog by 
patron; general inquiries regarding bibliographic information, i.e., author, title, date 
of publication, publisher, price, etc. Includes all acquisitions inquiries both to and 
from vendors, 


Other 


It. Cataloging 


F,  Pre-Cataloging 


41. 


42. 


43. 


44, 


45. 


46. 


47. 


= 


Sort books, assign and distribute: 

Books delivered from the Acquisitions Department are sorted into categories for 
processing: i.e., added volumes, added copies, books with LC copy; books for which 
LC cards/copy must be searched, original cataloging, etc. Books are placéd on book 
trucks and distributed to the appropriate processing area. —— 


= 


Search for cataloging copy: verify bibliographic information: a 
Additional searching is done to verify bibliographic data and to locate cataloging 
copy or copy closely approximating titles to be cataloged. Includes searching proof 
slip file. 


Search NUC: 
Search NUC and LC catalog of printed cards to verify bibliographic data and locate 
cataloging information. Includes Polaroiding, 


Search IDC-MCRS: 

Search |DC-Micrographic Cataloging Retrieval System indexes to locate 
bibliographic data for cataloging input. 

Search CARDSET: 

Search CARDSET indexes to locate bibliographic data for cataloging input and card 


reproduction. 


Other 


G. Obtaining and Maintaining LC Data 


Order LC cards or other unit cards: 

Cards to be ordered are determined, order is prepared (multiple-form LC slip, or 
preprinted, typed LC ord :r), LC or other unit card order (Wilson cards, etc.) is sent, 
and interim (outstanding) order slip is filed. Unit cards are frequently ordered at the 
time orders for new titles are placed. 


48. 


50. 


5. 


Receive and arrange LC cards or other unit cards: 
Upon receipt of cards, order slip is pulled, cards are sorted, and matched, or held for 
filing (and later matching with incoming books). 


Receive and arrange LC proof slips or proof sheets: 

Upon receipt of proof slips, slips are examined, sorted and matched with books or 
held for filing. Proof sheets are examined, cut apart, sorted, and matched with books 
or held for filing. 


File LC copy (cards or proof): 
LC copy ts sorted (unless received pre-sorted) and filed as it is received. 


Other 


H. Added Copies/Added Volumes Routine 


EZ, 


cee 


Added copies/added volumes routine: 

The main entry and shelf list cards are pulled, added copies or volumes are entered 
on these records (also the Kardex record in some cases) and the books are then 
ready for physical processing. 


Other 


1, LC Cataloging (i.e., that performed with LC Copy) 


54. 


55a. 


57. 


Match LC cards or proof copy and books: 

Upon receipt of both book and LC card set, a match is accomplished through 
systematic, periodic check of both book holding shelves and LC card holdings 
drawers, or a proof copy is pulled. ~ 


Catalog and classify with LC cards/copy: 
LC cards or copy are compared with book to insure that cards match the book in 
question, Titles are classified (LC or Dewey Decimal), entries may be checked in the 


.public catalog, subjects established, and modifications made, if necessary. Call 


number is written inside the book, 

Shelf List Checking: (See 60) 

Revision of Cataloging: 

Cataloging and classification are checked by someone other than the cataloger 
himself to ensure correctness and appropriateness. Corrections or changes are made 


as necessary. 


Other 


J. Original Cataloging (No LC Copy Available) 


58. 


@ 


ERIC 


mC) 


Original cataloging and classifying: 
Cataloger performs descriptive cataloging, subject’ analysis, classification, and 
authority work (i.e., name subject, etc.) for titles for which no LC copy is available. 


@ 


ERIC 
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59, 


60. 


61. 


Catalager prepares a work slip or work sheet to be used in typing copy for catalog 
card renroduction. 


Revision of Cataloging: 

Cataloging and classification are checked by someone other than the cataloger 
Aimself to ensure correctness and appropriateness. Corrections or changes are made 
as necessary. 


Shelf List Checking: 
The shelf list is examined to prevent duplicate assignment of a call number. A 
temporary shelf list sll is $ prepared and filed t to reserve the call number while 


filed. 


Other ! 


Card Reproduction and Processing 


62. 


63. 


64. 


65. 


67. 


68. 


69. 


Type complete card sets: 
Complete card sets are typed; or additional cards are typed as required to complete 


card sets. 


Type master card: 

A master card is typed, to be used in reproducing sets of unit cards by electrostatic 
or photoreproductive processes. A complete set of catalog cards may be typed in 
lieu of reproducing the set. 


Revise master card: 
Master card is proofread to correct any typing errors. If a complete set of catalog 
cards is typed, each card must be examined for errors. 


Type modification on a card or proof slip: 
Close copy is modified, if little modification is required. Modified copy then serves 
as master card for reproduction of card sets. 


Reproduce card sets (other than typing): 

Some metiiod of card reproduction is used to duplicate a set of catalog cards from 
each master card typed. Include time spent on maintenance of equipment if done by 
Technical Processing staff. 


Sort cards into sets: 
Reproduced cards are sorted into sets after reproduction (and cutting, if necessary). 


Type call number, added entries: 
Call number is typed on cards in the set; established added entries are typed at top 
of cards in the set; shelf list card is typed. - 


Revise typing on card sets: 
Cards are revised to verify accuracy of typing, both of call saiaber and added 


entries. 


@ 
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70. 


71. 


72, 


Prepare ee cards: 


rineiitioneed: 
Prepare cross-rererence cards: 
Cross-reference cards are typed or otherwise prepared as new subject (and corporate) 


entries are established, and emphasis on established subjects changes. 


Other 


End Processing 


73. 


74, 


75, 


76. 


77, 


78. 


79, 


81. 


Prepare circulation card: 
A circulation charge card(s) is typed or prepared for all books procesced into the 
library's circulation collection, 


Prepare book pocket: 
Identifying bibliographic elements may be typed on the book pocket; or adhesive 
label containing elements may be attached to the pocket. 


Mark call number or place label on spine of volume: 

Call number is hand lettered or otherwise placed on the spine of a book (through use 
of self-adhesive labels, commercial labeling machines, etc.). Special location 
designation strips and symbols are affixed to spine. 


Affix pocket and date due slip. Affix gift plate: 
Book card pocket is glued into book in a predetermined position. Date due slip is 
tipped in. Gift plate is pasted in book in a fixed position. 


Affix biographical and review material in book: 
Biographical material about the book’s author, and significant reviews found on dust 


jacket are clipped and pasted in book. 


Stamp property marks: 
The library's identifying stamp is placed on the book at several fixed locations (i.e., 
edge stamp, title page, secret page, etc.). 


Affix plastic jacket to book: 
Plastic jacket is placed over dust cover and affixed to the book. 


Bindery Routine (Preparation and Receiving): 

Paperback books and other paperbound materials are prepared for shipment to the 
State Printer or local bindery. Paperwork required for the bindery is prepared. Upon 
return, the shipment is checked, records changed to reflect titles, which have been 
returned, and volumes readied for processing. 


Library binding and mending: 
Libraries equipped for “‘home binding’ may bind paperback books or place in 
pamphlet binders. Includes general repair or mending. 


82. Revise completed books before forwarding to circulation: 
Completely processed books are checked to insure accuracy of typing and _ 
processing. 


83. Distribution: 
Books are sorted according to various categories or destinations, e.g., reference, new 
book display shelf, and are delivered to their destination. 


84. Cancellations and Withdrawals: 

Materials which are declared tost ‘cancellations) or «ithdrawn because of excessive 
wear, obsolescence, etc., require that the library records be changed, catalog cards, 
shelf lists, etc., be removed or changed as appropriate and the physical volumes, if 
available, are stamped ‘“‘withdrawn”’ and discarded. 


85, Other 
M. File Maintenance 


86. Sort and arrange shelf list: 
Cards (snelf list, main catalog, authority, cross-reference, etc.) are arranged in order 
in which they will be filed. 


87. File shelf list: 
Cards are filed in the shelf list, publis catalog and other files following library's rules 
for systematic arrangement of card files. 


88. Revise filing of shelf list: 
Filing is checked to insure its accuracy; corrections are made where necessary. 


89, Sort and alphabetize a// catalog cards in the set: 
This function includes the sorting and alphabetizing of card sets for new titles, main 
entry and analytic cards for added volumes, cards for titles recataloged or 
reclassified, cards withdrawn to update entry, etc. These cards are arranged in 26 
groups according to the 1st letter of the 1st word of catalog entry with additional 
sortings of each subgroup by 2nd or 3rd letter, and the final arrangement of each 
subgroup in alphabetic order, word by word, to the end of the entry in each card. 


90. File a// catalog cards: 
Interfiles of all catalog cards sorted and alphabetized as in 89 in the public a | 
and the authority file which the catalog department maintains. 


91. Revise filing of all catalog cards: 
This function may include any or-all of the following activities: review of filing of 
catalog cards as mentioned in 90; notification and correction of filing errors, and the 
making of filing decisions. 


92. Catalog maintenance (other than filing): 
Replacement of worn or mutilated cards, correction of changed or incorrect entries, 
etc., is entailed in maintenance of the card catalog. 


@ 
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Qe by ERIC 


93. 


94, 


95. 


96. 


97. 


98. 


99. 


Other 


Administration 


Supervision: 

Identifiable supervisory activities not inherently included in other activities, Includes 
review, coordination, and supervisory activities associated with conduct of this 
study. 


In-service training: 

Includes time spent, whether on- or off-campus, attending workshops, seminars, 
lectures, etc. which are intended to maintain or upgrade skills. Also, includes travel 
time to and from place of work. , 


On-campus meetings: 
Includes time spent in attending and participating in campus meetings, whether or 
not related to library functions. 


Off-campus meetings: 
Includes time spent in attending and participating in any off-campus meeting 
authorized by supervisor. 


Public Service Activities: 
Inc! Jes activities performed by technical service staff unless defined above. 


Other 


Instructions for Completing 


APPENDIX B 


Function Worksheets are to be completed and subuitted to Academic 
Planning weekly. 


Block 1 Heading Information 


Block 2 


Block 3 Activity Name 


ie) 


College: ‘ollege name. 
Function Name: Provided on worksheet. 


Author: Initials of the library staf‘ ‘member 
responsible for coordinating the study. 


Dates: ' Inclusive dates for the data reposted. 
New worksheets should be used each week 
of the study. 


Employee Identifier 


Assigned to: Place check mark to indicate whether 
. employee is assigned to Public or 
Technical Services. 


Code: Enter name, initials, number, or other 
code to identify the employee. This 
information is pr: marily for library 
use to assure that the report covers 
all personnel performed technical 
processing activities. 


Classification: Enter payroll classification. 


Salary/Step: Enter monthly salary rate and the 
Salary step. 


Hourly Rate: Do not fill in this space. . 


Standard defined activities are listed as shown in the general 
instructions. 


Block 4 Personnel Hours 


o.. 
ERIC 


Enter time in quarter-hour segments per 8-hour day for columns 
Monday through Friday, or for any other 9-day period a person 
may work. Enter gquarter-hour segments as 1, 4, or 3. Times 
reported should be those times actually spent in an activity 
excluding breaks. For example, if 6 hours are spent performing 
an activity, during which period two 15-minute coffee breaks 
are taken, the entry would be 52 (hours). The form may be used 
as a worksheet to accumulate hours when, on a particular day, a 


9s 


person performs an activity several times. The entry may 
therefore appear as 7 


Qo. 
ERIC 


Instructions for Completing Production Unit Summary Report: 


Production Unit Summary Reports are to be completed and submitted to Academic Planning on a 
weekly basis. : 


Production units, except for Government Publications are to be determined and reported for those 
functions for which realistic units can be ascertained. These are defined below. Not every function 
will yield a realistic unit of production, and no effort will be made to develop one. Where this 
occurs, personnel costs of these functions will be prorated among the other functions of 
Acquisitions or Cataloging. 


LOA. 


B. 


@ 
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Preliminary Activities: 


~ Ordering: 


Receiving: 


Added Copies/Added Volumes 
Routine: 


LC Cataloging: 
Original Cataloging: 


Card Production and 
Processing: 


End Processing: 


Report the number of book order requests-processed, 
Report the number of t/t/es ordered, 


Report both the number of titles received and the 
number of vo/umes received. Count only new titles cf 
periodiccls, not issues. Count each physical unit of 
microforms — role, fiche, card — as a volume. 


Report the number of vo/umes added. 


Report the number of titles cataloged, Include 
analyzed continuations, recataloging and 
reclassifications. 


Report the number of titles cataloged. Include 
recataloging and reclassification. 


Report the number of card sets produced, not 
purchased. 


Report the number of new vo/umes processed, the 
number of vo/umes mended, and the number of 
volumes bound. Include. in-house binding count in 
“volumes mended.’’ Number of volumes bound are 
those which have been sent out for binding and 
should be counted at receipt from the bindery. 


FACTORIALS USED TO DERIVE SUMMARY AND UNIT COSTS 


APPENDIX D 
(Note: numbers refer to defined activities) 
GENERAL. SUMMARY 
ORDERING 
Total = 2,5, 6,7",742',743, 744, 745, 8, 10, 11, 17 13, 14, 15, 36, 37, 38 
ee (22 5, 6,7",742",743, 744, =) ron 
Unit : tt plus 
= requests processed 
(28.10.11, 12, 13, 14,18, 36, 37,38) 
# titles ordered 
% = Ordering total 
Library total 
CATALOGING 
Total = ¥41, 42, 43, 44, 45, 46, 47, 48, 49, 50, 51, 52, 53, 54, 55, 55a, 56, 57, 58, 59, 60, 61 
jon: = ~ 41-51, 54-61 ius ¥52,53 
= titles cataloged P # added copies/volumes 
9% Cataloging total 
Library total 
PROCESSING 
Total = © 62, 63, 64, 65, 66, 67, 68, 69, 70, 71, 72, 73, 74, 75, 76, 77, 78, 79, 82, 85 
unit = (26272 ___ |. (__2 73-79, 82, 84 
: # card sets produced aia # volumes processed 
of Processing total 
° Library total 
RELATED ACTIVITIES 
Total = 


n Related activities total 
Library total 


x 1, 16, 18, 19, 20, 21, 22, 23, 24, 25, 26, 27, 28, 29, 30, 31, 32, 33, 34, 35, 39, 
40, 80, 81, 83, 84, 86, 87, 88, 89, 90, 91, 92, 93 


*Information for activity 7 was erroneously entered as 742 in a few instances. Therefore, to ensure 
inclusion of all data in this report, 742 is also shown in the factorials. 


APPENDIX D 
(Continued) 


Library total . = Ordering total plus Cataloging total plus Processing total plus Related 
Activities total 


UNIT COST SUMMARY (Letters in parentheses below refer to the number lines on Appendix C) 


Process request - = 2,5,67" ,742",743, 744, 745 
(A) = requests processed 

Title ordered = ¥ 8, 10, 11, 12, 13, 14, 15, 36, 37, 38 
(B) + titles ordered 


Title received = __ 16, 18, 19, 20, 21, 22, 23, 24, 25, 26, 27, 28, 29 
(C) # titles received 


i4 


ul 


Volume received _ S16, 18, 19, 20, 21,'22, 23, 24, 25, 26, 27, 28, 29 


(D) # volumes received 
Vol/Copy added _ 2 52, 53 
(E) * added vols/copies cataloged 
LC catalog - + 54,55, 55a, 56, 57 
(F) # titles LC cataloged 
Orig catalog . = 98, 59, 60, 61. 
> 4G) ~ # titles original cataloged 
Card sets - = 62, 63, 64, 65, 66, 67, 68, 69, 70, 71, 72 
produced (H) / # card sets produced 
Volume process _ £ 73, 74, 75,76, 77, 78, 79, 82, 85 
(I) # volumes processed 
Volumemend _ 81 
(J) # volumes mended 
Volume bound = _ 80 
(K) -  # volumes bound 


BIBLIOGRAPHIC SEARCH SUMMARY 


‘General search 27*,742* 42, 46 


NUC search = = 743, 43 
MCRS search = 744,44 el 
CARDSET search = & 745, 45 


<) 
ERIC “Information for activity 7 was erroneously entered as 742 in a few instances. Therefore, to ensure 
inclusion of all data in this report, 742 is also shown in the factorials. 


CALIFORNIA STATE UNIVERSITY & COL LEGES TECHNICAL PROCESSING COST STUDY 1972 


ee ee 
| 

| FUNCTION 
WORKSHEET 


1a Colt Ege... 
FUNCTION: 2. 
AUTHOR: 20 Joo. ee 


ie: EMPLOYEE IDENTIFIER UU me TS 
ae Assigt: Ad te PS __ or TS 7 Cl | Ali aly: sts Lise 


SHication® jaa aid 
Local Cote: 0 7 . Monthiy S ae $. 


Page eiceee: dao a tt 
Month 
Wee K Ds ates. 


Activ itic a 28 


oa ol 


= thru 


7 
_ 
| 
era 


—_ Suldry Step | Hourly Rate | 


ial a H a PERS UNM EL HOURS 

Enter times in quarter - hour seyme ts p 
ACTIVITY ~~ pe - rT a 
| | MON, | Tug. | wep. | THUR. | FRI [TOTAL a 
are : 'HOURS 
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4, Select tithes to hi v alae 


5, “Type library order feitiset. 
curd, 


ee a a ——s — = ros ~ a | 


6, Other (specify) . an Ans ei 
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a ae an es ee ef ren rca eta, 
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ll 
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emai aaa 
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H 

] 

| 

; 
ee aD 

i 

f 


an aren — epi ci os etree ee eo ae eemeesteslas! 


inated enaie acne 


CALIFORNIA STATE UNIVERSITY & COLLEGES TECHNICAL PROCESSING COST STUDY - 1972 


a eee 


| Loy4 ae — 
FUNCTION | ond ROLLEGE: 2... Tye crn yep See ete eee eee oe ae of 
WORKSHEET PUIG Ti oe a eke ace et le oe Month ees 


HOURS. fo cs Seen 
| AUT i “ esis ee Rn ONa des is ese _ | Week Dates eens, (Aru es 


Al CUEMIPL OYEE pone aia ie ea ~~ ~ BE 
|_2| Analy 


A ssiqne aed t rPS _ 5 rvs ee Classi fic ation: be is oes ; 
Loe ah Ca Nee ee oe tg eet, $e el one Salary: So 


I een: Enter an in quarter- vais segments per 8- ‘hour day : 
ACLIVITY “ih a i -_ ni == 
MON. TUE. | WED. | THUR! 


| 
| | 
be eaters Gabe ae Pom eusiek, edhe . i H 
' a Se es seston famremsteeanie 5 ---— a ot ~ . mies 1 = 
| 
| 
| 
| 
= 


Hourly Rate 


val fat 
TOTAL. - 


L 

FRI. | 
{HOURS Lene ee ree eee 

! 


| 7 ibhowraphiy seuehins, 


| 

io | 
cls Sahel aera Se) Se Sache Pe eee mefes) dos. te Geen tee Saeed 
| 


} 
if 
t 
5 
| 
ee 2 Si ialiaiaiiiea iat aac cee 
pS. Assign vendor ase fund, r 
1 
| 
| 


i 

i 

$ 

| 1 

} 
[po tremens Semmens ce epee ete arbre nt oe sees eee atfe aeenreereey mee doe es a es eave. ape ote ee rom tne es See eee nea Se clare shea le S ik era ee D8 ee 
7. Prepare multiple w vrdet 
| record, 
| 


i 
i 

i : 

} 4 I 
t 

i 


j | 


10, Type purchase rOyiisilien, 


i 
1 
| 
t 
| 
ey eae te : % ees oor eee eee 
\ 
| 
VIG, 


| 
| 

eee eee =F a ee _— == f Sofas, + 
‘ 


[op 


| i 
i 
t 
Sign and inail requusts, | —— —_ | _ i : + _ - : 
\ : ! 
| | 
eee ar ee ae ee | oe, - 
ee and file ferris, a i 
{ 
| ! 
| | | 
~ i ——— cam safes ne me i ——| - _ = 


Eneumbranee or 
pre-puximent routine, 1 
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FUNCTION 
WORKSHEET 


of _4 


COLLEGE: ae —_ 
FUNCTION: _Ordering, Continued 


Page 

= Month __ 

ee er AUTHOR: | ee Dates 
EMPLOYEE IDENTIFIER : — = _ 
Assigned to PS or Toe 
Local Code: ____ 


thru _ 


Analysts use 


Classification: 


j _ Salary Step nae 


Hourly Rate 


ACTIVITY 


FRI. TOTAL 
[HOURS | 


15. Other (specify) 


(Cost Study Farm 1) 
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FUNCTION 
WORKSHEET 


COLLEGE: ae ea Se Page iL Sf: 2 
FUNCTION: ee een eee Month ___ _ 
= Paes AUTHOR: . ; : —— ‘Week Dates thru 
EMPLOYEE IDENTIFIER a : ~ = ; = 7 
Assigned to PS___o+ TS Classification: _ 3 ee 
Local Code: Monthly Salary: $ ___SalaryStep_—————s| Hourly Rate 


4 | __PERSONNEL HOURS 


Enter times in quarter-hour segments per 8-hour day ; 
ACTIVITY ____ Analyst use _ —_, 


THUR. FRI. TOTAL 
HOURS 


16, Unpack books: check = 
against packing list or 
invoice, 
17, Prepare confirming order —_ 
(approvals, standing orders, 
etc.) 
18, Check outstanding order 
file, 
Check in serials and 
periodicals on Kardex, 
. Collate books, 
Book return procedure ~ -_ - _— 
(incorrect shipment, 
defective copy, approval 
books), 
Book accessioning routine, - / ; 7 oe a 
Write sourcing information. a % = ; ~ T —— 
COMMENTS/FOOTNOTES 
Qo. 


(Cost Study Form 1) 


po : 


FUNCTION 
| WORKSHEET 


ACTIVITY 
Poof 
2 s : 
i MM, Propaue sab beeit Porgy, : 
i 
25, Book dmnibutian routine. 4 
i 
{20. Piopiee resuv ites repent 
(olin sehoduhe 
i 
be ais ete : 
p27. Propane imvecees ina 
payment, 
| 
28, PXpenditure routine, 
29, Other (specs) 
i 
| 
|| 
i 
i 
| 
i 
eae Peer leer ae 
COMMENTS; FOOTNOTES 
t 
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PERS: 


SIP yur ier 


i 
§ 
‘ 
H 
i 


once ere eres ae 
4 i 

<* * i 

Ss  Gerereret a | 

= sam — i 

i 

tise weenie 

f 

j 

: 


Hourly Rute 


arse meee nich tine 
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= a ———- 7 os oa 
FUNCTION COLLEGE: ee sare ea Pee ~ Page. _ of. —_ 
WORKSHEET FUNCTION: OSE EAESOF*NG Month 
| AUTHOR: ; ea Week Dates___sthru__ 
~ EMPLOYEE IDENTIFIER a _ —_ —- TA al os, 
Assigned to PS___or TS Classification: __ Analysts use_| 


Monthly Salary: §S 


Local Code: a 


eelery Step _ 


Hourly Rate 


al 


7 "PERSONNEL HOURS 


__Enter times in quarter- hour segments per § 8- hour day 


“Anal /st§ use ; 


THUR. | FRI. 


Cc “hee ay ieprocess file. 


— 
i 


records or discard, 


File forms, ete, in completed) 


a 


Requester notifieution 
routine. 


Periodic accessions list 
rouuine, 


Other (specify) 


(Cost Study Form 1) 
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FUNCTION 
WORKSHEET 


—— ~ ae _—— — 2 — ne a i - “> 
COLLEGE: — —_ — = —_ 
FUNCTION: __/iiscellaneous Activities page 


7 : Month 
= ane AUTHOR: ere Eat? To aah Week Dates thru : 
5 EMPLOYEE IDENTIFIER | — Ten a een cae (sara Tri 
a Assigned to PS__ _.or TS ___ Classification; Cera 
Local Code: = Monthly Salary: $ __. Salary Steps} Hourly Rate | 
4[ _____ PERSONNEL HOURS _ 

Enter times in quarter-hour segments per 8-hour day 


| __AnalystSuse 
MON. TUE. WED, THUR. | FRI, TOTAL 
SS eee a oe Sete HOURS | 


ACTIVITY 


38, Vendor status routine, 


36. Claims routine, 


37. Cancellations routine, 


Out-ol-print order routine, 


Process inquiries, 


40, Other (specit'y) 


Qo.. 


eee audy Farm 1) 
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FUNCTION =e COLLEGE: a eee eee = Pate. si . 
; : : Pre-cataloging ae aaa: 
WORKSHEET FUNCTION: cea: bat ee Month __ 
. a Bl . AUTHOR: [ae NEE ess Week Dates_- 
EMPLOYEE IDENTIFIER ~ aa an Se 
Assigned to P§____or TS _. Classification: _ : - 
Local Code: Monthly Salary: S$ _ Salary Step 


thru. 


Analysts use 


Hourly Rate 


PERSONNE' '@S ee 
Enter times in quarter- ir segments per 8- hour day 


[Analyst use : 
| 


ACTIVITY 


TOTAL 
HOURS 


4]. Sort books, assign and 
distribute. 


42, Search for cataloging copy: 
verify bibliographic 
information, 


43, Seareh NUC, 


Search IDC-MCRS. 


Search CARDSET. 


Other (specify) - 
F 
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| FUNCTION COLLEGE: yess esa an rHaTneataTig sd 
WORKSHEET FUNCTION: D.C, Data saab eae — 
7 chile ae — if : — Week Dates___ thru 
~ EMPLOYEE IDENTIFIER = ve esa eee _ = 
Assigned to PS____or TS ___ Classification: Analyste use 
Local Code: _ ean Monthly. Salary: S. ee Salary Step _ ao __ | Hourly Rate 
| fa LL ___ PERSONNEL HOURS 


“Enter times in quarter- hour segments per 8- hour ‘day — 


ACTIVITY | [Analysts use 
THUR. |! Fri. | TOTAL 
pales ae HOURS | — | 


47, Order 1C cards or other 
units, 


——— 


45, Receive and arrange LC 
cards, 


| 
: 


Receive and arrange LC 
proof slips or proof sheets, 


File LC cards (cards or 
proof), 


—— 


Other (specify) 


COMMENTS/FOOTNOTES 


Qo. 
[es 


[A Funrtoxt 


iCost Study Form 1} 
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FUNCTION 
WORKSHEET 


C EGE: = 
ae _ $eged Copies 7Addéed 


FUNCTION: ouLlne 


AUTHOR: ___. = eee 


Page.______ of ___ 
Month __ 


he a = = aS j Week Dates _ thru 7 
EMPLOYEE IDENTIFIER 7 i —_ ites ma <~ Wiles ae? 
Assigned to PS____or TS ____ Classification: te pelicl Sei 
Local Code: _ 7 a Monthly Salary: — Salary Stern 


ie T = 


Hourly Rate 


7 PERSONNEL HOURS 
Enter times in quarter- hour segments per 8- hour. dey 


7 [Anaya use 
THUR. | FRI. rae 


JHOURS fo 


ACTIVITY 


Added cories/udded 
volumes routine. 


Other (specify) 


COMMENTS/FOOTNOTES 


ra) 


alert Proded oy ERE 
tepat atwdy Form 1) 
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aes es . = - ia os —_ : = : ~ == = == — — ames — atin 
FUNCTION P— COLLEGE: —____. ee | a 
WORKSHEET FUNCTION: _L. ©. Cxtalouina-. Month 
eee es U aie ; AEE _Week Dates_ _ hru_ 
EMPLOYEE IDENTIFIER ee = 
Assigned to PS_.._or TS ______ Classification: ae Analysts | Use 
Local Code: ; __ Monthly Salary: S salary Step _. . | Hourly Rate 
le — ____ PERSONNEL HOURS ; ; : 


Enter times in 1 quarter- hour segments per 8- hour day 


; ; 7 |. | | a Anal st use _ - 4 
___ ne MON, TUE. | WED. UR. | FRI. oe 


pe HOURS 
| 
| 
4 
_ 
oo 
TT 


ACTIVITY 


—— 


Match LC curds ot plone 
copy and bouks. 


Catalog ‘in alnesiisy wath 7 
LC cards/eopy. 


55a. Shelf ist cheeking. 


TE 


ee ene eee 


Other (specify) (ULC, 
catalogs and other acceptable 
sources), : 


rr 7. : 
(Cost aigay Form 1). 


CALIFORNIA STATE UNIVERSITY & COLLEGES TEC HNICAL PROCESSING COST 


STUDY - 


1972 


FUNCTION 
WORKSHEET 


7 


FUNCTION: 
AUTHORS cen eile 


COLLEGE: oeweees | Baap 
| age 
| 
| 


Original Cataloging 


Month ___ 


_Week Dates_ 


oe chit 


or Ts 


“EMPLOYEE IDENTIFIER 
Assigned to PS___ 


Classification: _ 


Local Code: _ ; Monthly Salary: S_sSalary Step 


ACTIVITY 


EL 


PERS JNNEL HOURS 


[Analyst use 


Hourly Rate 


Enter times in r hour segments per 8-hour ¢ day — 


Te [ - 
FRI | 


Original cataloging and 
clussifying. 


MON. [ue | WED. 
re ae 


Revision of cataloging, 


Shelf listing. 


i rahyat use es ee 


Other (specify) 


aust 


o_. 
ERIC 


COMMENTS/FOOTNOTES 


: 
(Cost Study Form 1) : 


CALIFORNIA STATE UNIVERSITY & COLLEGES TECHNICAL PROCESSING COST STUDY - 1972 


Seelesehs x Card Reproduction and Page = 01. 
FUNCTION: _Processing ws Month 


= . . OTe am ee a awe Week Dates__sthru_ 
EMPLOYEE IDENTIFIER _ te Soe —— 

Assigned to PS____ or TS __ Classification; 
Local Code: Monthly Salary: $ 


FUNCTION 
WORKSHEET 


Analysts use 


4 at ~ PERSONNEL HOURS ~ 

_Enter times in quarter- hour segments per 8- hour day 
[ Analyst’ use 
oe TUE. | wep. | THUR. | FRI. | TOTAL 


—_ a eens oo | eee _|HOURS | | : 
— j = = — =: ——— 


ACTIVITY 


Type complete card sets. 


ciraneeieee 


Revise master ind: 


. Type modification on a a in 7 - Carian ee 
card or prool slip. ; 
6, Reproduce eard sets (other i —_ 
than typing). 
57, Sort cards ito sets, “_ - ee | aaa — ~~ et 
| 


68. Type call number, added 
entries. 


Revise typing on card sets. 


i [A Fuirtoxt Provided by Eric | Provided by ERIC 
... Gost study Farm 1) 


CALIFORNIA STATE UNIVERSITY & COLLEGES TECHNICAL PROCESSING COST STUDY - 1972 


FUNCTION COLLEGE: _ Pane. 
WORKSHEET FUNCTION: ___progessing Aue. Month . 
= RRP Oe AUTHOR: Snape — ——— Week Dates thru___ 
EMPLOYEE IDENTIFIER | ) Bef, OO 7 
Assigned to PS____or TS 7 Classification: eae 
Local Code: - _ Monthly Salary: $ __SalaryStep 


Hourly Rate 


4 a 7 PERSONNEL HOURS ——__ 

Enter times in quarter-hour segments per 8-hour day _ 

ACTIVITY a 75 [Analysts use_ _ 
MON, TUE. | WED. THUR. | FRI. TOTAL | 
= . HOURS 


Prepare (typing) authority 
cards, 


71. Prepare (typing) 
cross-reference cards. 
Other (specily) 


COMMENTS/FOOTNOTES 


Qo. 


ii  « 
(Cost Study Form 1) - 


CALIFORNIA STATE UNIVERSITY & COLLEGES TECHNICAL PROCESSING COST STUDY - 1972 


FUNCTION COLLEGE: _____ . ~ Page__2___ 
WORKSHEET FUNCTION: End Processing —— Month 
AUTHOR: = Soe = . Week Dates 
EMPLOYEE IDENTIFIER - iemEncereedt: OS ~~ 
Assigned to PS____or TS ____. Classification: — a : 
Local Code: . ae : Monthly Salary: S ____ Salary Step 


a am PE RSONNEL HOURS" _ 
Enter times in quarter- hour segments per. 8- hour - “ay 


ACTIVITY 


Anal sts use 


73, Prepare circulation card, 


74, Prepare book pocket. 


Mark call number or place 
Jubel on spine of volume. 


5, 


Altix pocket and date due 
slip; affix gift plate. 


76, 


77. Affix biographical and 
review material in book, 


78, Stamp property marks, | | | Po a 7 ° : 
79. Affix plastic jacket to book. a ; i 7 
30. Binding routine (State _ = _ — 
Printer or Commercial 
binder). 
| 
COMMENTS/FOOTNOTES 


Qe... 


CALIFORNIA STATE UNIVERSITY & COLLEGES TECHNICAL PROCESSING COST STUDY - 1972 


FUNCTION - COLLEGE: . Re ee oe ——— Page. 2 of 2_ | 
WORKSHEET FUNCTION: one Processing; Continued | dh 

_ | AUTHOR: —_____ ——— —— | Week Dates___thru__ 
EMPLOYEE IDENTIFIER / aay ~ ° 7 ~T 
Assigned to P§_____or TS ____. 7 Classification: 
Local Code: . ; __ — Monthly Salary: $ 


Anialyst§ use 


____ Salary Step | Hourly Rate 

4 | ___PERSONNELHOURS 

__Enter times in quarter-hour segments per 8-hour day 
; | an - oe _ Analysts use _ 

MON. | TUE. | wed. | THUR. | FRI, [TOTAL 

~ : —_— HOURS | 


ACTIVITY 


81. Library binding and 
Mending, 

82. Revise completed books 
before forwarding to 
circulation. 
Distribution | 

84, Cancellations and 
withdrawals, 

. Other (specify) 


12 ae 


Meberemdy Gorn. ee ue Se ah ow, Ga lig aba eee oe 


CALIFORNIA STATE UNIVERSITY & COLLEGES TECHNICAL PROCESSING COST STUDY - 1972 


1 20! 5. sed 2 ome Sh ees Sg SS Sia “ae REE 


| FUNCTION pet  UULLEGE: . 
ee PETa Me Goncaecas 

| WORKSHEET | FubCT of: ..P24e Naintenanee 
: feist. _ | 
AU PHO, es tomo | 
| eee acaae Week Dates_ mes thre 


| 
ee ee (ee 


re EMPLOYEE IDENTIFIER “OUT ee a 
~Tanatysts ase 


Assigned to PS 0 cor TSH Classification: 
Local Catig: 0 | eee eee Tes Wi aes any S_ Salary Step ; Hourly Rate 


Page 


b= 
4 
| 


| | ee Pe RS SONNE EL HOURS. 
Enter times n quarter r- hour segments per 8- “hour day _ “ 


i 
i 
ence] Saaeeeee 


ie to a r 4 eis a 
ACTIVITY | i | . L__ Analyst use 
| MON. | TUE. | WED.) THUR, | FRI cee ~~] 
i i : : | 
PSO. Sart ane sera hell dist, ; i i — SO) CTT a eee eer 
! ! ! | | | | 
| | | | | | 
87. bile shell ist | | : ae a aa 
! | 
| 
| 


! 
Sepa > SS Stet eee ch cee nee seo oe dees pe amte ee + dies coe 
! 


b gags . ; 
PSS. Revise Hines slielt fist 


i 
i 
fo 
4 
dH 
{ 
Pee eee 
| 
+ 


nl al Gataloe o ards. 


80, Sort and aint ie af 


cutiloy eines aa Ue sed, 


| 
af 

= 

! 

i 

| 


90, File ae cat lone ui chinks 


wrest 


91, Revise iuine of all eat: cal 


oe a 
t 
1 
i 
A 
i] 
i 
ne ne ed 
i 
t 
Lt 
1 
i 
1 
t 
ee | 
j 
i 
{ 
| 
Seen! a 
i 
t 
i 
—~+ 
i 
I 
kt 
—+— il 
I 
| 
I i] 
i 
| 
if 
i 
i 
| | 
zi eee eee! (Ae 


cards, 


Catalog mainteminee. 


| 
= 
t 
+ 
; 


il —————-_}— troche, 


Other (specify) 


h 

\ 

| 

I 

t 

— 

f 

| 

Saeaiel inueeameeteeeee = oe 

j 

| 


ee Lee een eee ae 


ee ee ie (ee 


ia ————+}— ai 


CALIFORNIA STATE UNIVERSITY & COLLEGES TECHNICAL PROCESSING COST STUDY - 1972 


FUNCTION 
WORKSHEET 


COLLEGE: ——— bee: Yo 
FUNCTION: Administration ees Month: ; 


— 7 . AUTHOR: ae uaa Se Week Dates thru 
EMPLOYEE IDENTIFIER ae Sg ea * 
Assigned to PS____or TS ___ Classification: —_- jean 
Local Code: a Salary Step 


[Analystsuse. 
TOTAL | 
HOURS | p————-—.. J 


ACTIVITY 


FRI, 


— ese 


94, Supervision 


4 een 
a 


me] 


In-service training, 


On-campus meetings, 


Off-cumpus meetings. 


Public Service Activities, ; 
. Other (specify) ; : _ 
COMMENTS/FOOTNOTES 
O_ 
ERIC 


t@Mact Btiidy Farm 7) 


APPENDIX F 


THE CALIFORNIA STATE UNIVERSITY AND COLLEGES 
L PROCESSING COST STUDY — 1972 


A-V & Other 
Graphic Mat, | Microforms 


Periodicals 


I. A. Preliminary Activities 


(A) (No. Requests Processed) 


B. Ordering 


(B) (No. Titles Ordered) 


C. Receiving 


(C) (No. Titles Received) 


(D) (No. Volumes Received) 


Il. H. Added Copies/Added 


Volumes 


(E) (No, Volumes Added) 


I. LC Cataloging 


(F) (No. Titles Cataloged) 


J. Original Cataloging 


(G) (No. Titles Cataloged) 


K. Card Production & 
Processing 


(H) (No. Card Sets Produced) 


L. End Processing 


(1) 


(No. New Vols. Processed) 


(J) (No. Volumes Bound) 


COMMENTS: 


ERIC 


